MANAGEMENT INFORMATION SERVICE 


p> Conducted by the International City Managers’ Association 
1313 East 60th Street, Chicago 60637 


TWENTY-YEAR INDEX TO SPECIAL REPORTS — 1946-1966 


This index covers Current Reports 1-275, January, 1946 
through December, 1966 


Report No. 
Administrative Codes 
fowmecmcoaity municipal ordinances « « « « s « « « e Si7/ 
meenatatzon O: Administrative .codes . . . « «is « « « 224 
(see also Administrative Regulations) 
Administrative Decisions 
Selection of department heads ....... Sac vns 9 116 
Problems and procedures in organizing city eeeiNities 136 
Use of committees in management ...... stent ratte 160 
Research and reference sources for city eaaini Sendeées 205 
Administrative Hearings 
@eeceaures in administrative hearings ........ 99 
Administrative Regulations and Manuals 
p> mesuine administrative regulations ......... 85 
' Preparation and use of administrative manuals .... Pad ea 
Administrative Reporting 
muennetrt TecOrds and reports . 2 «ss «©. 6 2 6 PY? 
Aged Population 
City policies and programs for the aging population . 196 
Air Pollution 
aeeeeader pollution control program .......« « « gay 
Airports and Heliports 
_meeemem: Of Municipal airports .«....«.««.e 223 
Status of helicopter and helicopter faculty regula- 
mummereetected inguiry') .......2s4-s«s2e-e 248 
Ambulances 
Community ambulance service .......+.2-s-+-e-s 197 
imals 
Muutaoteeal regulation of dogs ....-+... es 106 
Eliminating the bird nuisance ("selected eases ry, : 192 
Amnexation (see also Fringe Areas) 
Mummemman policy On fringe areas ..... +. «ss 113 


‘ Auditoriums 


Planning and management of municipal auditoriums . . 185 
. 
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June 


June 


Year 


1947 
1962 


£953 
£950 
E957 
1961 


LYS2 


ToS) 
1961 


£953 


1960 


1962 


E962 


1964 


1960 


P95Z 
1960 


1953 


1959 


Dh 


Boards and Commissions 
Relationuwor council! and chief administratoimsto peut len ke 
Use: o£ cLEizen advisorye committees, a5... a 4 msn «un sim sie tenis 
Regulation of city boards and commissions ("selected 
inquiey )  eAE  eee Re eae ate ee et tel enn meeenee 


Boats 
Regulation of pleasure boats ('"'selected inquiry") ... 
Planning and management of municipal marinas ..... . 


Budgets 
Preparation of work programs and annual budget estimates 


Scheduling projects for the annual construction program 
Preparation and adoption of the annual budget ..... 
Service (standards sre vbudeet estimatesig ssectela aoe 
Controlling city government expenditures. <6. 3 3) 
Préparation) of Vthe capital budset mie. 0 sukeinl meme nan aCume 
Preparation of the, budget manually 26. U4 ca isn ee eee 
Presenting the Budget Document, s. .°-. aia, aie eee meets 


Building Codes and Inspection 
Revision and administration of the building code... . 


family fatl-outsshelter regulation -.9 .ecasrs oe) us eee 


Cemeteries 
Management of cityrowned cemeteries . 2 2s = es es 


Censorship 
The regulation of obscene literature and movies .... 


City Councils 
Relation) Of... tov boards) and VConmisSSToOns asain eeieineie cts 


How to improve city council organization and procedure 

Recording council actions in the city clerk's office . . 
indexing and filine- city couneil records) 24.17. 1 << chee 
Preparing the agenda for city council meetings ..... 
Rules of order andsprocedure for . s) <) severest «meus esis ares 
Methods of keeping the city council informed ...... 


City Halls 
Manasement of municipal buildings 3 2. a... = “9m. 06 
Planning sthes new city ha@dey os) .lsae! a eee oe ene 
Programming publicebuiiidines faciiietses mame omculsnien clits 


Community Development 
Determining and evaluating citizen needs and desires . . 


Report No. 


38 
130 


180 


168 
267 


53 
=) 
ew 
80 
124 
141 
158 
232 


208 
216 


44 


22k 


38 

72 
138 
139 
‘52 
181 
194 


103 
212 
252 


190 


Community Objectives: a tool for guiding city development 238 


Consultants 
When and how to use outside consultants 2 22). ese 
Use of citizen advisory commitirees «iii. ie sate eae coos poten 


Cultural Activities 
Gulturabactivities: of CLEVES s..5- eee eee 


Data Processing 
Data processing for ,CLeLes «2s alse sous: ts) See ee 


Municipal applications of Data Processing Equipment .. 
Contracting for Electronic Data Processing Services .. 


88 
130 


254 


249 
226 
27> 
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Nov. 


Jan. 


OG. 


June 


June 
Jan. 
July 
Aug. 
Sept. 
Feb. 
Mar. 


Aug. 
Sept. 
Aug. 


Nov. 
Nov. 


MANAGEMENT INFORMATION SERVICE 


Report No. Month Year 


Department Heads 


e Semewopment Of department heads ..... sss +s .e.-. 78 July 1950 
Muetaon oO. Gepartment heads . . « 0 0 « «es «© «© «© 116 Sept. 1953 
Increasing the effectiveness of supervisors ..... -» ipa Feb. 1954 
Professional organizations of municipal officials ... 149 June 1956 
Features of executive pay plans (''selected inquiry") . . 266 Mar. 1966 


Disaster Plans 
Mocatearsaster preparedness planning .......'. ¢ « 132 Jan. HOSS 
Federal Financial Assistance in Major Disasters .... 259 Aug. 1965 


Duplicating Methods 


[mere Oauetson duplicating methods .... «+ «»s « « 66 July 1949 
Filing (see also Office Management) 
Manacement of a municipal filing system ......e-. i> Aug. 1953 
Mumemenminicipal filing system .:. ... +6 +s «6 «6 260 Sept. 1965 
Finance 
Joint collection of taxes and water bills and use of 
et eee ee sie iste G Ne els 6s 0 + 6 8 8 19 June 1946 
Seweneory COmtro] of municipal property .......-. 73 Feb. 1950 
M~~~M~matepractices Of sMail-cities ......e+ee 83 Dec. 1959 
Controlling city government expenditures ........ 124 May 1954 
Beam@agastration Of municipal contracts ......eee 135 Apr. 1935 
Financing public improvements ("'selected inquiry") ... 168 Jan. 1958 
Mummeieterm investment of idle funds .....+-+-+«-e-. 170 Mar. 1958 
=] PaeyAnoemunieipal TEVeENUGS . 2%. «+s « « « « © © © © HOS Aug. 1960 
Rue rUrtcing! Bonds, . gis «5 6. a! ws we ee 239 Dec. 1963 
Muecc ioe Lor Municipal services .......s +... 240 Jan. 1964 
Factors in valuing air rights ("selected inquiry") ... 266 Mar. 1966 
Fire 
Drew CeparTiMenrsS ..°. « « + + « « s «© 6 6 « il Mar. 1946 
Analyzing fire company manpower requirements ...... 16 May 1946 
Factors in reducing the work week for firemen ..... uy, Oct. 1946 
Charges for outside fire protection service .....-. 162 July LOD7, 
Mummnernagt fitemen’s time . .. ... ++ .se«-+ee 164 Sept. «£957 
Regulation of outside employment of firemen ...... 184 May 1959 


(see also Public Safety) 


Fringe Areas 
Urban fringe areas: zoning, subdivision regulation and 


ENC Lon Ve oe 4 6 leks Woe ce e.s 6 ae 8 200 Sept. 1960 
Health 
Conducting an environmental health survey ....... 243 Apr. 1964 
Housing 
Housing regulations: administration, enforcement ... 201 Oct. 1960 
Revision and administration of the building code .... 208 May 1961 
Aids for housing rehabilitation programs ........ 264 Jan. 1966 


Human Relations 
The city government and minority groups ......e.e. 229 Feb. 1963 
Municipal human relations: organization and programs . 270 July 1966 


= Report No. Month Year 


Inspectional Services 


Administration of regulatory inspectional activities 95 Dec. 1951 
Revising and administering a business license code. .. 193 Feb. 1960 
Housing regulations: their administration and 

enforgenient. 20s ie Uh 6) wp dade wards Oueeek oa ve eee eee Oct. 1960 
Municipal. building inspection, practices:... 2),aci/4 to -2ea2el Feb. 1964 

Insurance 

Selection of an insurance carrier ("selected inquiry”). 168 Jan. 1958 
Insurance programs for small and medium sized cities. . 173 June 1958 
Purchasing employee group insurance... «| «<°@ scs°@ & 8233 June 1963 
New developments in municipal ''Package Insurance 

Programs” ("selected inquiry’ )« a. Guseeee GL eee eGo Mar. 1966 


Intergovernmental Relations 


City-county cooperation in providing municipal services 191 Dec. 1959 
Municipal-school cooperation in high school civics 

CQUCAELOM 4 6. eo 5 O56, sos. ney mpils ie, \e\. ic es Oem eet ee July 1963 
Contracting for municipal services...) ses vels . 240 Jan. 1964 
The effects of intergovernmental relations on mretpal 

water and .Seweraee Services: <. 4 lcci sus pew eine eer eee Mar. 1964 
Guidelines for developing intermunicipal water 

Service CONCYACE S| «la.4 id! tar ahs dh Brae tact 2 igs Penge May 1964 
Guidelines for muntel pai-nehost cooperation o<.sui~ec« lenny bane July 1964 
City-university cooperative relationships ....... 250 Nov. 1964 
State legislation and problems of local government .. 253 Feb. 1965 


(see also Fire, Water, Sewage Disposal) 


Licenses and Permits 


Administration of Licenses and permits <2. «. .. 2 4 sus 94 Nov. 1951 
Administration of regulatory inspectional activities 95 Dec. 1954 
Regulation of charitable and religious solicitations 143 Dec. L955 
Regulation of peddlers, solicitors, and itinerant 

MELCUANES «i. aaa sit igi ee aly ieee is 145 Feb. 1956 
Regulation of bel eenane Siserr tains ("selected imacres 180 Jan. 1959 
Revising and administering a business license code. .. 193 Feb. 1960 
Towing service to remove automobiles from streets ... 204 Jan. 1961 
Regulating coin-operated dry cleaning establishments 

C"selected inquigys;) si.+.s: «ce > she . over eu Jan. 1962 
Licensing private detectives and macchane police 

(iselected inauity > oc aes ba Vents ate Ui Jan. 1963 


Advertising on bus-stop benches, parking meters, and 


taxicabs {"“selected: tuquiry ) co (ias),cuee ee ee Wy. es Jan. 1963 
Regulation of noise ("selected inquiry”). 6. ce. estecdeins see Jan. 1963 
Regulating home pupEovenee contractors 

(“selected inquiry’). «seis ak POL ee RR Ta a F225 Jan. 1963 
Regulation of motorized food vendine vehicles 

(Vselected: inquiny)) «~s. 4' & <2" eee eas eee eee Sept. 1964 
Management and Organization 

Handling of pettycash, fundé. «.....1. oueresen «eens one 36 Apr. 1947 

Management of :common services . cu « aint ian Ee SA eee Apr. 1953 

Problems and procedures in oF esnsaiee ohh 

activiti¢g.s «0. : pea «) *$36 May 1955 

Use of graphs and Chaves for maeegtaen® codeeed aia 

YODCLCINe. = “os er es . ae es Mar. 1959 
How to conduct an openteaiton a ae eae Chea oie ne Oct. 1962 
Developing a city sponsored municipal research , 

program < "S.7 -.teaneeee a at Aol caw ap iottee POP seer Aug. 1964 


Report No. Month Year 
Motor Equipment 


Municipal experience with car rental plans ...... 96 Jan. 1952 
Peioinemmicnleipal Motor Equipment . 2.9... « . « . « es) LD Aug. 1958 
Trends in municipal automotive purchasing ....... 186 July 1959 
Management of municipal motor equipment ..... cue 20S Dec. 1960 
Overnight use of city vehicles ("selected nna foe ees Jan. 1963 
Parking 

Regulation of privately operated automobile 

Parkine, 1OES  «- 2... SAS arr. tees Wala cule Fveilh ates’ (s°, Ulé 26 Sept. 1946 
Administration of Baring POM tet iW 5 Sl ai is. ip 48 Jan. 1948 
Charges for overnight on street parking 

ee PR OMOUILY: Ni. oe 6 lac es ee 8 se ee hw es 180 Jan. 1959 

Personnel 

Employee service folders and record cards ....... Zon Aug. 1946 
Procedure in establishing the merit system .,..... 40 July 1947 
Methods of keeping city employees informed ...... 60 Jan. 1949 
Pel eGHine TsO end work, controls, . °°... . 2. 6 2 « « 67 Aug. 1949 
Maninsstrdtion of leaves of absence . ... . «s+ « « 76 May 1949 
Meeting competition for municipal employees ...... 87 Apr. Ieee 
DepeCeiom orecepattment Heads { . 4. 2. . 1. ew ew ee 6 «ULI Sept. 1953 
Increasing the effectiveness of supervisors ...... 121 Feb. 1954 
Pertormance Standaras for city employees ....... 133 Feb. 1955 
SsemOurcinloOvec aubatude SUrVEYS. . . . 2 « « « « «+. 142 Nov. WEBS 
Employee performance rating systems .......... 147 Apr. 1956 
Personal counseling and employee grievance procedure . 148 May 1956 
Control of conference attendance and travel expense .. 153 Oct. 1956 
Regulation of outside employment for city employees .. 155 Dec. 1956 
Payroll deductions--union dues ("selected inquiry") .. 156 Jan. 1957 
B@evOt foneevity pay for city employees ........ 157 Feb. L957 
IE See LEU GMDLOVOCS (oes ‘5 a. se se et ee sw (LGD Feb. 1958 
Employee incentive systems ... SS pice Cie tr een ee em? Ar July 1958 
Negotiations with municipal un lovee organizations =’. 176 Sept. 1958 
Regulation of outside employment of firemen ...... 184 May fo52 
Motivating municipal employees ........ Ta the ai 4, July 1960 
A comprehensive health program for city enn tyes Ae ee he's 7 Apr. 1961 
Beeviemorovee safety programs . « 2s ss 6 se eee w) 6209 June 1961 
Recruiting managerial and professional personnel ... 220 May 1962 
Municipal collective bargaining agreements ...... 257 June 1965 
Paying tuition expenses ("selected inquiry") ..... 266 Mar. 1966 
Features of executive pay plans ("selected inquiry") 266 Mar. 1966 


(see also Salaries) 


Planning and Urban Renewal 


Scheduling projects for the annual construction 


ES ie ea ane re: See ee 55 Aug. 1948 
Administration of zoning variances ....+..++ +4446. via Dec. 1949 
Short-range economic forecasting for cities ...... 84 Jan. 1951 
Organization for city planning ...++.-++ ++ es 89 June 1951 
The city's role in economic development ........ 177 Oct. 1958 
The role of city government in urban renewal ..... 183 Apr. 1959 
The pedestrian mall and the central business 

G@ietrict ... ee neal ak ey eke ts 9a oT LOT Aug. 1959 
Planning for hee ES OA a en ey ae WJ Feb. 1962 
OE rr 2c 1 8 Mar. 1963 
ere POP semnt) CICICS | 6. we 6 se we ee «6237 Oct. 1963 
ERI PEG MONITOR ek ew) el nl i ee es le ef) DGS June 1964 


Municipal relocation of displaced residents ...... 252 Jan. 1965 


Report No. Month Year 


Research tools for improved long range planning .... 255 Apr. 1965 
Meeting the urban renewal land wine eich problem: «..256 May 1965 
Municipal open space programs ; ois rated vel ek tee Nov. 1965 


(see also Annexation, Budget, ere ‘Hatta: Sub- 
divisions, Zoning) 


Aids for housing rehabilitation programs “~; 57. 2. «= 26% Jan. 1966 
Beautification  progfams |.) ia, Gs vay se. a kck ene re, eee) Oe Sept. 1966 
Downtown ‘revitalization programs © 2 =) oe yeu tel ee Oct. 1966 
Police 
Operation of one-man patrol cars .. dy ey al Solan does ta 82 —_Nov. 1950 
Municipal experience with car rental plans eee cena 96 Jan. ES a7 
Police department control of vice conditions. .... .—13l Dec. 1954 
Training for one-man police patrol cars oS lal Cpe, Stites ake eee Nov. 1956 
Overtime pay for police ("selected inquiry”) ..-\. « = 156 Jan. 1957 
lise of covilian aust itary police. “<2. oe anaes, ee Aug. pA 7 
Use of women in parking meter control < wk deiacet Gage A CaO Nov. gNe)3)7/ 
Police station planning (''selected faquiry') gc Wise ye RO Jan. 1960 
Towing service to remove automobiles from streets eZ OLt Jan. 1961 
Preparation of “a police’ manual * » «2.05 fees ae ieageen -enec OU Mar. 1961 
Training and equipping for crowd and riot control... 268 May 1966 
Coordination of juvenile delinquency control programs . 269 June 1966 
Tactical planning for crowd ‘and riok ‘contro! (oes. aa 2 Aug. 1966 


(see also Public Safety 


Property Management 


Management of municipal buildings oe ys hays dee tere BOS Aug. Lasz 
Management of municipal real property ae owesere bene, 229 OCE. 1954 
Leasing concessions in city-owned peers (“Seelaawed 

inquiry") » tees Aen cle a. ace LOU Jan. 1959 
Property management ana coneeal ae eee admin ise rarin ot OS Feb. 1966 


Public Relations & Reporting 


Information centers in city halls ere ere Se Shee 92 Sept. 851 
Municipal vise of radio and television ~. 2, < mesmsust eee Uco Sept. 1954 
Use ‘of ciabizen) adursory CommyEEeee |. sa nates aces a LO Nov. 1954 
Training city up iecs in) publie ce Latwvonse.n1.cs-pecmi-n none oi, June. L955 
Gifts to employees ("selected inquiry") ... evies <a) LLG Jan. 1957 
Substation bill collections ("selected inquiry' ) secon Neon ee Jan. 1957 
Anonymity of complainants ("selected inquiry") .... 168 Jan. 1958 
Recent developments in public relations eRe og ork Ps rare Mlisee May 1958 
Press relations for municipal officials Slee ts| «6 val oh Oe Apr. 1960 
Public relations in municipal inspection programs ... 215 Dec. 1964 
Processing complaints ("selected inquiry"). ...... 216 Jan. 1962 
Use of visual aids in reporting to ettizens 254! 26° 29251 Apr. 1963 
Use of municipal information pamphlets. . «. .« .« « .«. 249 Oct. 1964 


Public Safety 


A survey of police and fire integration 30 wees, BGS Octe Loa? 
Public safety emergency communications center eo) (G7 Dec. 1957 
Telephone communication systems for cities ...... 218 Mar. 1962 
Installation and operation of centralized 

communication centers © came oee oh) wh “a? oe oe Celene Camm eee ya anlOes Dec. 1965 


Public Utility Control 
Administration of ttility franchises |. (0405.7. ee) bo = ee Feb. 1953 


City government relations with public utilities . ... 202 Nov. 1960 
Municipal, regulation of public utiidttes' on, 2:0. oe - e le Oct. 1961 


Public Works 


Regulation of curb cuts and service driveways 
Street name signs oon . ° Baca : 
Scheduling of aaa fOr che wane ehhaceuction 
program wer sth peers se soe tegmn ets 
Planning for snow and ice penoual se Seer 
Municipal policy for control of street openings 
Management records for construction projects .. 
City sidewalk construction and maintenance policies 
Installation and maintenance of midblock pedestrian 
devices ("selected inquiry") 
Planning the pavement maintenance program 
(see also Finance, Refuse Disposal, Sewage 
Disposal, Streets) 


Purchasing 


Preference to local merchants ty ho GES ee 
mee of special invoice forms . .-. « 
Administration of municipal contracts 
Preparation of the purchasing manual ..... 


Radio and Television 


Municipal regulation of CATV Systems .... 


Records Management 


Gentrol of forms and records. .... . 
Municipal records management and Bontrot 
Municipal records retention and preservation 


Refuse Collection and Disposal 


Report No. 


20 
22 


op) 

91 

=< Oy 
Pan Wa 
222 


248 
261 


Zo 
32 
Ish 
159 


Zk 


81 
114 
161 


Alternate methods of sewage disposal ("selected inquiry')120 


Removal of abandoned vehicles at See 


Salaries 


Cost-of-living pay adjustment plans 
How to make a salary and wage survey ... 


258 


45 
69 


Development of executive pay plan ("selected rendteyl 180 


Municipal pay plan revision 5 Sea se 
Features of executive pay plans 


Sewage Disposal 


Intermunicipal arrangements for sewerage service 


Financing the sewer system .... 
Signs 
Municipal regulation of signs A So ee aoe SS 


Special Assessments 


Procedures in special assessment financing .... 


Storm Sewers 


Planning and financing storm sewers 


Street Lighting 


Formula for installation of street lights .... 
Administration of street lighting service ..... 
Municipal Street Lighting--practices and standards 


188 
266 


104 
210 


189 


70 


Tee 


54 
119 
274 
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July 


Aug. 
Aug. 
Dec. 
Aug. 
July 


Sepe. 
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Wee. 
Jan. 
Apr. 
Apr. 


Dec. 


Oct: 
July 
June 


Jan. 
July 


Nov. 
OckE. 
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Sept. 


Mar. 


Sept. 


July 


OcE. 


Nov. 


Apr. 


July 
Dec. 
Nov. 


1946 
1947 
1955 
L957 


1964 


1950 
oso 
Re roy 


1954 
1965 


1947 
1949 
£959 
1959 
1966 


1952 
1961 


1959 


1949 


1958 


1948 
1953 
1966 


8. 


Subdivisions 
Municipal regulation of subdivisions .. . te 
Control of odd-shaped lots ("selected thee) tire 
Control of hillside subdivisions ("selected inquiry") 
Tree regulation in subdivision ordinances ("selected 
inquiry") a: apse. Sal Soe GU Sete 


Taxes 
Administration of admissions, cigarette and auto 
licenses taxes ... si Clo. lle ace entero ie gigs amet nade Caaa 
Administration of bagineee gross receipts taxes 


Taxicabs 


Municipal regulation of taxicabs ..-... 


Traffic Control 


How to improve handling of traffic violations 
Improving local traffic conditions .. «ss - 
Control of visibility at intersections ("selected 


Page ry Fe eden ee eee tNa Sona ers 
Training 
Development of department heads o/Prig othe > ceca eagcoeame 
Municipal work ‘simpliticabion <A viys (seuss tee . 
Training city employees in public relations Rae eS 


Paying tuition expenses ("selected inquiry") 


Transit 
Financial policies and practices for local transit 
system 2 ial ha at Re Rel ER ek uo eas 2 
Trees 
Tree regulations in subdivision ordinances ("selected 
inquiry") tsa se ae eae eine eames frees 


Municipal street tree programs ..... 


Water Service 


Developing a policy for water main extensions sR ae 

Regulation of air conditioning ("selected inquiry") . 

Financing watermain extensions to distant sub- 
divisions ("selected inquiry") ..... 


Zoning 
Administration of zoning variances .... . 
Trends in revising Zoning ordinances... 6) 
Architectural control ("selected inquiry") ..... 
Regulation of service stations ("selected inquiry") 
Regulation of residential outdoor swimming pools 
Regulation of fences ("selected inquiry") ie cee gr ge 
Municipal regulation of signs Fru. Goi Sco Saupe 
Regulation of gravel pits ("selected inqateen): ata 

(see also Planning) 


Zoos 
Establishing a zoo for medium-sized and small cities 
("selected..inquiry?).’ «>. acs. s s. Seegeeeeetae st 
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77 
156 
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